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RECRUITMENT, SELECTION and ADMISSION of STUDENTS 
 

1. MARKETING and PROMOTIONS 

Our Prospectus, Website and Publicity Materials are produced under the editorial control 
of the Director of Studies and Quality Assurance, the Operations and Marketing Manager 
and the Legal and Compliance Advisor, who are responsible for ensuring that the 
contents meet the required standards of accuracy and clarity. Programme and Course 
information is checked with our Awarding Body partners to ensure that our promotional 
material meets with their standards and expectations. Every effort is made to ensure 
that the information contained in our prospectus and publicity materials is fair and 
accurate at the time of publication. However, the courses, services and other matters 
covered are subject to change from time to time and no guarantee can be given that 
changes will not be made following publication and/or after candidates have been 
admitted to the College. Any complaints concerning the fairness or accuracy of our 
publications should be addressed in writing to the Director of Studies and Quality 
Assurance, who will investigate the matter and reply in writing within 21 days. 

2. RECRUITMENT  

The College employs transparent recruitment and selection practices designed to help 
prospective students make informed decisions about whether they wish to undertake 
study within higher education and, if so, where, how and what they might wish to study 
 
Our policies and procedures help us to minimise barriers and select suitably qualified 
applicants who can achieve their potential by completing the particular courses offered 
by us within the allocated time frame 
 
Our decision making process is transparent and we communicate our decisions to both 
successful and unsuccessful candidates 
 
We employ practices and procedures which facilitate the transition from prospective 
student to current student 

 
3. ENTRY CRITERIA 

 
The College selects candidates according to academic, English language, age and 
financial criteria determined from time to time by the requirements of UKBA and our 
Awarding Body partners and set out from time to time in our website and Prospectus. 
 

4. EQUAL OPPORTUNITY AND NON-DISCRIMINATION 
 
The College applies a policy of equal opportunity in its recruitment of students and we do 
not discriminate on the basis of age, gender, marital status, sexual orientation, race, 
ethnicity, national origin, religion, belief or disability.  As part of this commitment the 
College believes it should minimise barriers to selection and admission. We apply the 
practices and procedures set out in our Equality and Diversity Policy and our Students 
with Special Needs Policy which are compliant with the requirements of the Equality Act 
2010.  Our Application Form allows a prospective student to declare a disability to enable 
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us to make an appropriate assessment and decision in accordance with our adopted 
policies and procedures. 

 
 

5. INFORMATION PROVIDED TO PROSPECTIVE STUDENTS 
 
In order to assist our prospective students to make informed choices about higher 
education we provide them with information through our website, prospectus, publicity 
materials and information sheets and by direct email about: - 
 

• Study and life in the United Kingdom 
• Visa and UKBA requirements 
• The application process and recruitment selection and admission policies and 

procedures 
• The College and its location and facilities 
• Terms and Conditions 
• Programmes and Courses 
• Tuition Fees, Awarding Body Fees and scholarships 
• Financial Support by way of student loans and grants 
• Academic and English Language criteria 
• Recognition of prior learning 
• Flexible learning opportunities 

 
As a College we provide support to our Recruitment Partners and Recruitment Staff and 
Student Advisors to enable them to provide accurate and clear information to 
prospective students through training and guidance and the monitoring and review on an 
annual basis of our policies, practices and procedures 
 

6. ADMISSIONS PROCEDURE 
 
Prospective students are required to complete an Application Form and submit evidence 
that they meet the necessary academic and English language criteria published from 
time to time on our website and in our Prospectus for the chosen course of study 
 
The Application Form and the documentary evidence submitted in support are assessed 
and verified by our recruitment staff. The College considers whether prospective 
students will be able to fulfil the objectives of the course of study, achieve the standards 
required and complete all of the units and modules within the anticipated time frame. 
 
We will consider the formal academic achievements of the prospective student.  We will 
also consider  
 

• Any personal statement of the applicant or a referee  
• Additional evidence of achievement, motivation and potential that we gather 

through interview or assessment of written material or electronic data 
• Other factors appropriate to the course of study such as employed or voluntary 

work in a relevant field and/or sustained critical engagement with any relevant 
issue relating to the course of study 
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Once we have fully assessed an application a decision is made by our academic and 
recruitment staff to either make an offer to the prospective student or refuse the 
application.  We keep records of all applications including those that are refused and 
communicate our decisions to all successful and unsuccessful candidates.  
 

7. REGISTRATION INDUCTION and ENROLMENT 
 
Students are invited to Register with the college so that we can enter personal, 
passport and visa details into our electronic data base and arrange for the issue of a 
unique student identity card.  It is essential that students supply correct and up to date 
information regarding their current address, email and mobile phone number and keep 
staff updated about any changes. A range of support letters are available to enable 
students to obtain Student Oyster Cards and National Insurance Cards and to assist in 
the opening of bank accounts and registering with a local doctor.  Students are Enrolled 
onto their respective Course of Study and advised how to register with their appropriate 
Awarding Body.  Students then attend their Induction Programme – where they are 
welcomed by College staff and issued with an Induction Pack containing essential 
information about the College and a copy of the Student Handbook, Course Handbook 
and Centre Handbook containing information about their course of study their rights and 
responsibilities as members of our community.   

8. APPEALS 

There is no right of appeal against the outcome of an admissions decision. However, if 
additional relevant information can be provided by an applicant in support of their 
application, which was unavailable when the application was originally submitted, the 
College will take this into consideration and may reconsider the application. 

9. COMPLAINTS 

Applicants may complain if they are dissatisfied with the processing of their application. 
Complaints should be made in writing to the Director of Studies and Quality Assurance 
who will determine the matter after consultation with the relevant Programme Leader, 
the Operations and Recruitment Manager, the Academic Advisor and the Legal and 
Compliance Advisor. The decision of the Director of Studies and Quality Assurance will be 
given in writing within 21 days of receipt of the complaint. Where a complaint does not 
produce the outcome sought by the student, reasons will be given for the decision.   

10. MONITORING AND REVIEW 

In order to evaluate and enhance our recruitment, selection and admissions procedure 
and practice the College analyses recruitment, selection and admission data and 
considers it alongside data such as progression and retention rates of students, 
withdrawal and transfer and reasons for non-completion at the end of each Academic 
Year.  This helps us to evaluate the extent to which our procedure and practice are 
supporting our stated mission and strategic objectives. 


